
SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

■■ Performs other duties requiring high physical demand.  (Explain below)

■■ None

■■ Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■     None ■■     Supervisor ■■     Lead Person ■■     Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	Text2PS373PG1: Staff Services Manager II (SSM II)
	Text3PS373PG1: 800-261-4801-001
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	box19PS373PG1: Off
	box20PS373PG1: Off
	ssup21PS373PG1: 2 Staff Services Managers I (SSM I)
	number22PS373PG1: 12
	lead23PS373PG1: 
	mission24PS373PG1: To provide policy instructions to and oversight of the CalWORKs program (welfare in California) to 58 county welfare departments.  The CalWORKs program provides cash assistance and supportive services to needy families as they work their way to self-sufficiency.
	concept25PS373PG2: Under the general direction of the Employment Bureau Chief (SSM III), The Employment Policy Section Chief is responsible for planning, organizing and directing the operations of the Section to ensure the effective and efficient operation of the California Work Opportunity and Responsibility to Kids (CalWORKs) employment programs and supportive services for California through state level program planning, policy development and implementation.
	responsibilities26PS373PG2:  25% Plans and assigns workload, reviews work, and provides training to subordinate staff and other departmental employees for the oversight of the CalWORKs program. Directs and coordinates staff in the development and preparation of policy instruction to all 58 counties. Assigns workload and sets priorities and reviews and provides feedback on assignments to ensure a completed work product. The position also coordinates the development, preparation and presentation of major CalWORKs program processes with internal and external stakeholders.
 
20% Oversees subordinate staff’s analysis and documentation of regulations, all county letters, policy interpretation and technical assistance as well as all other instruction provided to county staff in the delivery of the CalWORKs program.

20% Based on expertise in CalWORKs policy, provides guidance and expertise in the development of budget proposals, legislative proposals, bill analyses, trailer bill drafts and reviews federal and state legislation analyses.

15% Oversees the compilation and submission of responses to CDSS Legal regarding lawsuit settlements; and the analyses on numerous sensitive issues and policies for implementing highly sensitive work standards for CalWORKs clients.

10% Represent CDSS at numerous coordination meetings related to statewide implementation of CalWORKs, included attending county meeting, community college meetings, welfare advocate meetings, and other subject 
specific workgroups.

5% Participate in Branch management and planning activities. 

5% Handles administrative functions (personnel, reporting, training, etc.).

	supervision27PS373PG3: The Employment Policy Section Chief receives direction from and reports directly to the Employment Bureau Chief, who ensures the incumbent is sufficiently aware of division and departmental goals and policies.

Supervision Exercised

The Employment Policy Section Chief directly supervises three Staff Services Manager I’s, and indirectly supervises nine analysts.


	administrative28PS373PG3: The Employment Policy Section Chief is responsible for all management functions of the Section, maintenance of effective policies and procedures, and the organizational structure and staffing. 
	personal29PS373PG3: 
The Employment Policy Section Chief has frequent contacts with the Bureau Chief to report on Section activities and policy issues.  Additionally, the Section Chief may represent the Department in discussing, analyzing, and resolving highly critical issues before the Legislature and with county welfare departments and organizations.
 

	actions30PS373PG3: The Employment Policy Section Chief exercises judgment in making decisions affecting policy direction in the county operation of the various CalWORKs Welfare to Work programs and supportive services.  Poor judgment can adversely impact the successful implementation and operation of these sensitive programs.
	other31PS373PG3: Knowledge of county operations, problems solving techniques, the federal and state legislative and rule-making process is important.  Good interpersonal relationship skills are critical to success.  In the absence of the Employment Bureau Chief, the Employment Policy Section Chief may act as Chief of Employment Bureau.  Some limited travel is required.


